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The Establishazent of Poliey for Purchasing Letter and Legal-size
Filing Cabinets,

REFERENCE: ‘eeting of 5 January 1953 o discuss the above subject and
=ttended by the follewing:

Opé&s
oPes
s " i ms
oGS

.

From a records management viewpoimt, it would be highly
desirable to comsider tho following in establishing stamdards
for the procurement of legal and letter size filing cabinetss

1. Filing cabinets for use in sscured areas approved
by the Office of Imspection and Security,

a, The use of standard fivs-drawer £iling cabinets
instead of four-draver eabinrets will result in a
20% savings in floor space and comsidirable economies

in purchase costs; the standard cabinet will be
equipped with guide rods and each drawer will pruvidn
2J, inches of filimg space, A further saving in space
and equipment costs cin be achleved through the purs
chasé of letter-size cabincts instead of legal-size
cabinets for the maintenance of records. In this
connection, requisitions for legal-size cablnets
should mot be homored umless the requisitiom
indicates that at least 207 of the record material
‘o be filed is of legal slze,

2. Tiling cabinets for use in non-—-gecured arecs and for
TS documents,

a, Turchases should be linited to & standard four-drawer,
legal, or letter size, cabinet, depending upon the size
of material to be filed, ‘r2in, requisitions for legal-
size cabinets should be justified by sccompanying
certification, These cabinets will be of = standard and
type ® !P!f&?&?ﬁ?§§4§£¥7 requirements of the Agency.
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AN ATIVE BERVICE

3. Re ulsitions for £i¥in; cabinets

t’:iéftf&é nct conform to the
simnladas emwaeraic 0 in (1) spdf2) <bove should be coopdimated
with the Reeords “on:zement amd Pistritution Bronch of the
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